Self-Assessment Checklist
[bookmark: _GoBack]ELEMENT # 7: Recordkeeping and Documentation
Within the self-assessment columns, “Y/N/U” stands for Yes/No/Uncertain or Indeterminate.
	ELEMENT 7: Recordkeeping and Documentation
	Y
	N
	U
	Initials ______ Date ____________ Comments

	Are there written procedures to comply with recordkeeping requirements?
	
	
	
	

	Do the written procedures clearly describe detailed step-by-step processes that employees are expected to follow?
	
	
	
	

	Are all records in each process included in the records maintained?
	
	
	
	

	Are the written procedures reviewed for update at least annually and when significant changes occur?
	
	
	
	

	Are the written and operational procedures consistent?
	
	
	
	

	Is there a designated employee responsible for management and maintenance of this Element? Is his/her name and contact information provided?
	
	
	
	

	Identify all other employees who are held accountable for specific responsibilities under this Recordkeeping Element?
	
	
	
	

	Do the designated employees know who is responsible for the next action to be taken in the process?
	
	
	
	

	If the primary responsible person is unable to perform the responsibilities, is a secondary person designated to back up the primary designee?
	
	
	
	

	Where there are no backup designees, are there procedures in place to prevent untrained/unauthorized personnel from taking action?
	
	
	
	

	Do employees understand the importance of their roles related to the overall recordkeeping requirement?
	
	
	
	

	Do employees have the appropriate budgetary, staff, and supporting resources to perform their responsibilities?
	
	
	
	

	Do employees have access to all the appropriate systems, tools, databases, and records to perform their responsibilities and ensure compliance with recordkeeping procedures?
	
	
	
	

	Is appropriate and specific training provided regarding this Element?
	
	
	
	

	Is the training included on an annual schedule of employee training?
	
	
	
	

	Have appropriate parties been identified who will retain records? Are names and contact information provided?
	
	
	
	

	Has the length of time for record-retention been identified?
	
	
	
	

	Have secure physical and electronic storage locations for records been identified for the retention of records?
	
	
	
	

	Have determinations been made regarding the formats that all of the different types of records will be retained in?
	
	
	
	

	Is there a list of records that are to be maintained?
	
	
	
	

	Does the procedure include a list of records to maintain, including the following Administrative Records:
· Commodity Classification records?
· Commodity Jurisdiction letters?
· Advisory Opinion letters?
· Copy of the ICP
· License Application Forms
· Statement by Ultimate Consignee and Purchaser?
· Accompanying attachments, rider or conditions?
· International Import Certificates?
· End-user Certificates?
· License Exception?
· Transmittal and acknowledgement of license condition
· Log administering control over use of Export/Reexport license?
· Is a log maintained to ensure return or commodities temporarily exported?
	
	
	
	

	Are there instructions for the accurate completion and filing of the following Transaction Records:
1) Commercial Invoices?
2) Description of items(s) ?
3) Air Waybills and/or Bills of Lading Value of shipments?
4) Shipper’s export declaration and all other information related to the transaction?

	
	
	
	

	Is there conformity regarding the above documents?
	
	
	
	

	
	
	
	
	

	
Determination:
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